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LESSON 03 
 

Reports  
 
 
Objectives 
 
This lesson will provide the user with an overview of the Reports capability.  
At the completion of this lesson the participant will be able to: 
 
• View a report 
 
• Print a Report 

 
• Save a Report to local computer 

 

 

 

 

 

 

 

 

This feature will be available 
for contractors in December 
2004. 
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 View a Report 
 
• We will demonstrate how to view a report and save the reports to your 

computer. 
 
• We will use the N6247403C9005 - DESIGN-BUILD LIBERTY 

CENTER, NAS FALLON as an example. 
 
• We will navigate to “N6247403C9005 - DESIGN-BUILD LIBERTY 

CENTER, NAS FALLON” project. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Click  [1] 
 

• The following window will pop up 
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View a Report (Contd…) 
 
 
• From the Project Summary Report drop-down menu,  select Hotlist 

report [1] 
 
 

 
       
 
 
 
 
 
 
 
 
 

• The following report will appear: 
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View a Report (Contd…) 
 
• You have the options: [ to print the report [1] or save the report [2]] 

 

• When you click on Print from PDF ,  
 

• The Security Information Box will appear. Click on Yes. 
 
 
 
 
 
 
 

• The Print Dialog Box will appear. Click    to print [1] otherwise 
Click  . 
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View a Report (Contd…) 
 
• When click on , PDF View window will appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Click on  [1] to save the file to your computer. Then select 
the location and give it a name and the report is saved. 
 

• Click on the “X” on top- right side of the window [3] 
 
 
 
 
 

• The report window will appear. Click on the “X” on top- right side of the 
window [1] to close the report. 
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View a Report (Contd…) 
 
• The Project main page will appear.  

 

• Click  
 

• Click on Form Log Report. [1] 
 

• Select RFI 
 

• The RFI Log report will appear: 
 

 
• You have the options to print [1] or save [2] the report. 
 
• Close the report window. 
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View a Report (Contd…) 
 
• You will return to the main page 

 
• The ROICC Engineer will upload most of the reports into report folder 

#13. Here is the view of the report folder: 

 
• Based on your need, the ROICC Engineer will run the required reports 

and post them in folder #13. They will continue to do this until the 
reporting capability is made available to the contractors. 
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